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OPR: DECA/SO/SHA Certified by: 20 FW/CC (Colonel Clay W.

Hall)

Supersedes: SHAWAFBI 90-104, 11 Pages: 20
February 2004

This instruction implements Air Force Policy Directive 90-1, Policy Formulation. It sets policy
for the provision of bagger and carryout services on Shaw AFB SC. It is designed to safeguard
and promote the welfare and interests of authorized personnel as consumers. This policy applies
to all personnel seeking permission to perform bagger and carryout services at the Shaw AFB
Commissary. Ensure that all records created as a result of processes prescribed in this
publication are maintained in accordance with Air Force Manual (AFMAN) 33-363,
Management of Records, and disposed of in accordance with Air Force Records Information
Management System (AFRIMS) Records Disposition Schedule (RDS) located at
https://my.af.mil/afrims/afrims/afrims/rims.cfm. Contact supporting records managers as
required. Refer recommended changes and questions about this publication to the Office of
Primary Responsibility (OPR) using the AF Form 847, Recommendation for Change of
Publication; route AF Form 847s to DECA/SO/SHA, 531 Shaw Drive Bldg 1420, Shaw AFB,
SC 29152-5033; route through your appropriate functional chain of command.

SUMMARY OF CHANGES

This document is substantially revised and must be completely reviewed. It identifies the new
Base Commissary Officer in Attachment 6 and Attachment 7.

1. General. Baggers and carryout services are provided to the commissary patron through a
Licensee AGREEMENT. These persons are not employees of the commissary. No person has
the authority to enter an Air Force installation and transact bagger/carryout services as a matter
of right. Bagger and carryout services will be permitted only if the following conditions are met:
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1.1. . The individual has been selected by the Head Bagger and issued a Licensee
AGREEMENT (Attachment 2) through the Installation Commander. Selections will be
made through a list maintained by the Head Bagger. The list will be maintained as follows:

1.1.1. Priority 1. Active duty personnel, E4 and below, with a financial hardship.
Hardship must be coordinated through the individual's first sergeant.

1.1.2. Priority 2. All other personnel available for fulltime work, who possess a valid
DD Form 2AF, Armed Forces Identification Card (Active); DD Form 1173, Uniform
Services Identification and Privilege Card (Dependent); DD Form 2, (Retired); or DD
Form 2AFRES (Reservist).

1.2. Individuals must be 15 years of age or older to perform bagger/carryout services.

1.3. Individuals must provide bagger/carryout services IAW the Bagger Licensee
AGREEMENT and the bagger rules listed at Attachment 3 between themselves and the
Installation Commander.

2. Termination of Bagger’s License Agreement. Any rude, loud, or obnoxious behavior by
any bagger in the bagging area, or in the presence of a customer, will result in the immediate
termination of their Licensee AGREEMENT between themselves and the Installation
Commander. Loud behavior includes shouting to individuals several lanes away to indicate they
want to bag, have moved, or similar messages. This shouting is distracting to customers and
cashiers and is not considered proper action in a place of business.

3. Termination and suspension Authority.

3.1. The Installation Commander or Commissary Officer has the authority to issue and
revoke any Licensee AGREEMENT for serious violations of the bagger rules listed in
Attachment 3.

3.2. The Head Bagger has the authority to invoke suspensions from one day to two weeks
for other violations.

4. Head Bagger Duties and Responsibilities. The Head Bagger will perform duties as outlined
in Attachment 4.

5. Election of Head Bagger. The Head Bagger will be elected by a vote of all authorized
baggers in February of each year. Those baggers who place their name in for nomination must
ensure that they can comply with all the requirements and duties outlined in this directive. Each
candidate for election as Head Bagger will indicate the fee that they will charge each bagger on a
daily basis during the coming year. This fee will be indicated on the ballot next to the candidates
name at the time of election. The fee indicated by the elected individual will remain in effect for
the entire year unless changed at a special meeting of all the baggers and agreed upon by a
majority vote. The Head Bagger cannot arbitrarily change the bagger fee without approval of a
majority of the baggers. The Installation Commander or Commissary Officer may call a special
election at his/her discretion if circumstances warrant. If a special election is directed due to
mismanagement by a Head Bagger, his/her Licensee AGREEMENT will be revoked, and he/she
must go back on the bagger waiting list for reinstatement. If a Head Bagger resigns his/her
position, for other than medical reasons, he/she is ineligible to be a candidate at the next
regularly scheduled election. If a Head Bagger is not elected, the Installation Commander or
Commissary Officer will appoint a Head Bagger. Should a Head Bagger be relieved of duty
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because of personal misconduct, the Installation Commander or Commissary Officer, at their
discretion, can appoint a Head Bagger and assistants to complete the term of the relieved Head
Bagger. A Head Bagger relieved due to personal misconduct will have their Licensee
AGREEMENT permanently revoked.

6. Bagger Meetings. From timetotime baggers will be required to attend meetings when
information must be disseminated. Baggers who fail to attend scheduled meetings without prior
approval of the Head Bagger or Commissary Officer are subject to having their Licensee
AGREEMENT revoked.

CLAY W. HALL, Colonel, USAF
Commander
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Attachment 1
GLOSSARY OF REFERENCES AND SUPPORTING INFORMATION

References (Added)

AFMAN 33-363, Management of Records, 1 March 2008

AFPD 90-1, Policy Formulation, 6 October 2010

Prescribed Forms

SHAWAFB Form 22, Application for Employment as Bagger in the Shaw AFB Commissary
Adopted Forms (Added)

AF Form 847, Recommendation for Change of Publication

Abbreviations and Acronyms (Added)

AFB—AIr Force Base

AFPD—A.Ir Force Policy Directive

AFRIMS—A.ir Force Records Information Management System
CC—Commander

MSG—Miission Support Group

RDS—Records Disposition Schedule
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Attachment 2

SAMPLE LICENSEE AGREEMENT

LICENSEE AGREEMENT
THIS AGEREEMENT iz hersby mads by and betwreen

(Mame of Bagger)
an Independent Contractor heremafier called the “Bagger”™ and the Shaw AFB Commissaty,
heremafter called the “Commissary™

WHEREAS, the Bagoer has been pranted a licenzse by the Installation Commander to lawfully
enter the mstallation for the purpoese of performing bageing and carryout services, it is mutually
agreed between the parties as follows:

1. The Commissary consents to the Bagger performimg baggmg and carryout services of the
groceries purchased by Commissary patrons who desire the Bagger’s services.

The Bagger expressly ackmowledges that he'she iz not an employes of the Commiszary or the
D“'f&'ﬂi“ Commissary Agency for any purposes and further aclmowledges that he'she is not under
the supervision, direction, or control of any emploves of the Cn:!-mmtssm The Bagger may not
meur any obligations in the Commissary’s name for any rezson. The Bagger has no authority to
enter into contracts or agresments on behalf of the C-::-mmissarj;. Thiz AGREEMENT does not
constitute an offer of employment, a parmership, 2 contract subject to the Federal Acquisition
Fegulations, or any other type of joint venture betwreen the parties.

3. The Commissary shall net pay, divectly or mdirectly, the Bagger for his her performance of
bagging and carryvout services for Cn:!-mmtssm patrons. The Bagger agrees to Pﬂ‘fﬂ-:[m any and
all bagemg and carryout services divectly for Cﬂ-mmtiiafj.- patrons on 2 veluntary “as asked”
basiz m exchange for any menstary tips or contributions which the Commizsary patrons may
provide to the Bagger.

4. The Bagger iz not restricted i any way from providing bageing and carrvout services to
others, mcuding other grocery storss, supermerkets o any other types of establishments located
on ot off the military mstellation, which allow the use of baggmg and carryout services. The
Eagger expressly acknow ledges that he'she may petform similar services to the general public
without any nterfersnce by the Commissary.

5. The Commissary shall not be liable to the Bagger for any busmess, travel, or other expense
paid or meurred by the Bagger in rendering services under this AGEEERMENT. The Bagger
shall supply, at his her sole ELPEEI.S"': any clothing, smeocks hats, name tags, ote., used to identify
thebaggmg and carrvout service for the Commissary patrons.

4. Becausze the Bagger 13 engaged m his/her own mdependent bagpmg and carryout service
business, the bagger iz not eligible for, and shall not participate in. any emplover pension, health,
ot other frimpe benefit plan of the Commizzary. MNo workers” compensation shall be obtzined by
the commissary concetning Bagpers. The Bagger shall comply with the wotkers® compensation
lawr concemimg the Bagger to the extent such law 13 applicable.

7. Meither faderal. nor state, nor local income tax nor payrell tax of any kind shall be withheld or
paid by the Commissary on behalf of the Bagger. The Bagger shall not be treated as an
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employes with respect to the services performed hereunder for federal or state tax purpeses. The
Eaggerunderstands and agrees that he'she is responsible for paying, accordng to law, his her
mcome taxes. The Bagger further understands that he'she may be hiable for Self- E.mplmmeut
Contributions Act and hospital msurance taxes.

3. The Bagger hersby assumes the entire responsibility and lizbility for any and 2l damage or
mjury of any kmd or nature to 2ll persons, whether employees of the Commizssary, patrons of the
Cu:!-mﬂ:ussm or otherwize. The Bagger alzo hereby assumes the entire rﬂspc-nmbﬂm and
liahility for any and all damage to 2ll property as a result of the execution of work provided for
in this AGREEMENT, m..ludmg that resultmg from the use of government fumished squipment.
TheBagger agrees to mdemnify and hold harmless the Commissary, its agents, servants and
smployess from and agzinst zny and all loss or expense, ncluding attomeys® fees, damage or
mjury as a result of or ocourring i connaction with the execution of the work hersm provided
for the Commissary and the Commizsary patrons.

¢. The Bagger agrees to make proper payment for groceries, which have been damaged or lost
through hiz her fault, 2s determined by the Head Bagger. Experience has shown that the
followmg mmmmize the chance of damage to breakable, delicate, or perishable items:

2. Dry goods should be bagged together, placmg heavier ttems, such 2z sugar and flour, on the
bottom, and lighter items on the top.

b. Insulated bags should be used for ice cream and frozen food products.

[z

Refrigerated bags should be bagged together.

d. Freshproduce items should be bagged together, with heavier it=ms on the bottom and
lighter/softer items on the top.

e. Only pastries or bread should be placed on top of eggs.
f. Pies should be placed on the top portion of the bag, on a flat surface and right side up

g. Unless the customer requests otherwizse, smgle plastic or paper bags are of sufficient
quality to avoid the need for double bagemg.

MNOTE: These examples are not 2ll mclusive and the Bagger expressly aclmowledges, however,
that the actual methed used to averd damagmg the Commissary customer’s purchases will be
determimed by himselfherself or the Head Bagger.

10. The Bagger understands that the Head Bagger is another Independent Contractor whe is
glected by 2l of the Baggers performing similar baggmg and carryvout services as those
performed by the Bagger under this AGEEEMENT. The Bagger also understands that elections
for the Head Bagger position are conductad at least annuslly m February, or more frequently if
required. The Bagger further understands that compensation for the Head Bagger will be agreed
upen by 2ll of the Baggers at the time of the election.
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11. The Bagger agrees to follow work schedules established by the Head Bagger. In the event
the Bagger cannot work 23 scheduled, he'she agrees to notify the Head Bagger of this
beforehand.

12. The Bagger declares that while performmg zll services provided under this AGEEEMENT,
he/'she will conduct himselfherself m an appropriate fashion with respect to the Commissary, the
Commissary s employees, and the patrons of the Commissary. The Bagger will treat patrons
with respect at all times; will not mterfers with the Commissary’s cashiers; will not engage m
“horseplay” or disruptive conduct; will not use profane, sbusive, or offensive language; will not
destroy, damage, or sbuse govemment property, and will not consume alechelic beverages or use
ot possess dllegal or unautherized drugs, meludmg marfuana while performmg servics under
this AGREEMENT. The Bagger understands that the Hezd Bagger may impose mmeor disciplme
for mfractions of the Bagger's Standmg Operatmg Procedures which mcludes 2 system of
disciplme adopted by 2 majority vote of the baggers and approved by the Commissary.

13. The Bagger agrees to mamtzin a neat, clean appearance and follow generally accepted
standards of personal hygiene.

14. The Bagger declares that he'she has complied with all federal state, and local laws and all
mstallation rules and regulztions regardmg busmess permits znd licenses that may be required to
perform the baggmg and carryout services to be performed under this AGEEEMENT.

13. The Bagger expressly acimowledges that he'she has obtaimed permission to lawiully enter
the mstallation to perform bagging and carryout services. This permission is commonly referrad
toas alicense. The Bagger will notify the Cﬂmmissm} if this license expires or 15 rev oked by
the mstallation commander or his designes.

16. Forrezsonable cause and upon receipt by the Bagger of notice of termmation for cause, the
AGEEEMENT may be terminated immediately. Feasonable canse shall melude, but not be
limited to, the followmg:

a. Material violation of this AGEEEMENT.

b. Anywillful or negligent act which exposes another personto myury or harm or results m

property damagﬂ to any person, the Commissary or the mstallation, or expose the
Commissary to ltabﬂtn

c. Revocation or expuation of the license granted by the mstallation commander to enter the
mstallation for the purpose of performmg bagemp and carryout services.

d. Apattem of customer complamts regarding the Bagger, such as deficiencies relatmg to the
Bappger's bagging and carryout services, demeanor or behavior, lanpuage. ete.

. Any act which violates a federal, state, local or municipal law, and'or rules and regulations
of the Commissary and or the mstallation.
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17. This AGEEEMENT constitutes the entirs understandmg of the parties. The failure of either
party to exercise any of its rights under this AGREEMENT for a breach thereof shall not be
desmed to be 2 waiver of such rights or a2 warver of any subsequentbreach. If any part of this
AGEEEMENT shall be held unenforcesble, the rest of thiz AGEEENENT will nevertheless
remain i full force and effect This AGEEERMENT may not be assigned.

18, Thiz AGEEEMNENT zhall remaim m effect until revolked, termimated for cause, or termimated
by mutuzl consent of the parties.

INWITNESS WHERE OF, wehawve set our hands and sezlz on the date mdicated.

Bagger Ihate

Parent'Guardian Signatureifthe Baggeris Under 18 Date

I certify that @ bagger is reguired and that the person whose name appears on this agreement
ix acceptable.

Head Bagger " Date
Accepted:

Commissary Officer IDrate
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Attachment 3
POLICIES AND RULES FOR BAGGERS
BAGGER POLICIES AND RULES

SHAW AIR FORCE BASE
SOUTH CAROLINA 29152 50238

The rules and policies listed below are applicable to 21l baggers of the Shaw Aw Force Base
Commizzary. They cleatly list the standzrds and what penaltisz will rezult from viclations of the
standards.

1. Dress Code: All items listed below will be mamtained clean znd n good repair.

z. Baggers will wear 2 blue hat at all times, with their bagger number affimed to the hat This
hatzerves 25 2 meansz of identification of baggers whils they are performing bagger and carryout
services at the Shaw Air Force Base Commissary. The hat will be purchased at the bagger's own
expense.

b. All baggers will wear a shirt with 2 coller and slesves. Shirts will be no longer than sight
mches sbove the kmes. Az 2 minmum, the bottom two buttons will be fastened at 211 times.
Sweatshirts of jackets may be wom 2z outer garments due to inclement weather. Length will be
nolonger than eight nches zhove the kmee. Baggers will not wear “short shirts™ which expose
the midriff while performmg bagger and carryout services at the Shaw AFE Commissary.

c. Pants will be plain blus or black. Jeans are permissible; however, joggmg suits and “body
suits” are not permissible.

d. Inwarmhet weather, Bermuda-style shorts zre aceeptable; length will be no shorter than
four (4) mches shove the knee. Shorts will be dark blue orblack. Cut-offs zre not permissible at
any time.

g, Due to the congested nature of the baggmg arez and the number of bagger carts moving m
that congested area it 1s dwected that 2ll baggers will wear “closed toe” type shoes for safety

purposes.

VIOLATIONS: First Violation: Baggers will not be zllowed to perform carryout services for
viclations ofthe zbove and will be sent home to obtain the proper attire. Second Violation:
One (1) day suspension. Third Vielation: Termination of Licenzee AGEEEMENT.

2. All baggers will sign m the Hezd Bagget’s log book mmediately upen arrival. They will pay
the Head Bagger or Assistant Head Bagper the fee agreed upon at the annnal election or during
scheduled mestings. A sign in'out sheet will be made available sothat all baggers are shownon a
daily basiz. Each bagger will be provided an area to sign and to mdicate the time they arrived for
bagging duties and the time they depart for the day. This sheet will then be located with the
funds collection shest, which will be dizplaved the followmg day. This will allow baggers to
validate that funds were collected from each ndividuzl. The hiring of baggers must be
monitered to ensure that there are enough baggers to mest the “demand™ of the commissary;
however, care must be taken to ensure that an “ewcessive” number of bagpers are not emploved,
which would teke away from the eaming power of these baggers who already have Licenses
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AGREEMENTS.

VIOLATIONS: First Violation: One(1) day suspension. Second Vielation: One (1) week
suspension. Third Vielation: Termmation of Licensee AGREEMENT.

3. Cart pushers will be responsible for remummg all shoppmg carts to the designated holding
area. They will be selected by the Head Bagger. They will only perform carryout services when
no other bagger 1z available. They zre exempt from paymg the bagger fee while performmg
these services.

4. Loud, vulgar language or gestures or arguing between baggers will not be tolerated at any
tmme.

VIOLATIONS: Anyoccurrence of this kind m front of or withm hezrmg distance of 2 customer
will result i immediate termmation of thewr Licensee AGREEMENT. This mcludes all parties
mvolved. The matter should be broughtto the mmediate attention of the Head Bagger outside
the commizssary facility.

5. Horseplay of any kind will not be tolerated. This meludes ridmg carryout carts,
shadowboxmg, or sittmg on checkout stands or bagger carts.

VIOLATIONS: First Violation: One (1) day suspension. Second Vielation: One (1) wesk
suspension. Third Violation: Termmation of Licensee AGREEMENT.

6. Depending onthe category under which a bagger was hired, the followmg mmimum work
schedule applies:

2. Full-time: Baggers are required to work five (3) days per week, s (6) hours per day.
b. Part-time: Baggers are required to work three (3) days per week, four (4) hours per day.

c. Students: Students are required to work three (3) days per week with no set number of
hours. Students are restricted to the followmg work hours durmg the school year: 1400 to
closing, except on weekends -- they may work from openmg of the commiszary untl closmg.
Durmg school breaks and summer vacztion, students are restricted to workmg from 1200 until
cdosmg. Onweekends durmg school breaks and summer vacation, they may work from openmng
of the commizsary until closmg.

d. Hardship Military: Hardship military zre exempt from the mmmum requirements 1f
military duty dictates thewr presence. However, those hardship military who de not work over
long periods of tme will be revalidated with thew Furst Sergeant

VIOLATIONS: First Violation: One (1)dzy suspension. Second Vielation: One (1) wesk
suspension. Third Violation: Termmation of Licensee AGEEEMENT.

1. Baggers are not authorized to use the commissary phones. Incommng calls may be taken, but
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only on an emergency basis. Emergency calls are those calls which generally result in the
bEEgErI“t“ﬁ"IILE the call to depart the commissary to tzke care of the emergency reported by the
phonecall. Bagpers will use the pay phone located in front of the commissary facility for routine
calls znd will keep their calls limited to five (3) minutes. The use of cell phunﬂs 15 pfﬂhlbﬂ“d
while baggmg proceries. Baggers who recetve cell phone calls while at the bagging lane will
mmediztely vacate the baggmg lane until the call 15 completed or termmated. If the call 15 not
immediztely termimated, the bagger will relimguish hisher position a2t the baggng lane to the
nextbagger i line to bag. Baggmg while trying to talk on a cell phone gives the customer the
mmpression that you are not giving full sttention to bagemg thewr groceries, and this cannet be
tolerated.

VIOLATIONS: First Violation: One (1) day suspension. Second Violation: One (1) wes
suspension. Third Violation: Termmation of Licensee AGREEMENT.

5. All baggers must use the bagger's break room. They must ensure this area is kept m a high
state of sanitation at 2ll tmes. Any item(s) stored i the refrigerator must have 2 receipt attached
if it"s kept in the original contamer. Items must be removed at the close of the commissary each
dzy. The refrigerator is not 2 storage area for ttems. Items l=ft over 2 peried of time will spod
which leads to possible germs. This is 2 “community™ refrigerator; therefore, the highest health
precautions mustbe tzken. Food ttems left 2t the close of the Commissary will be disposed of by
the Hezd Bagger or Assistant Head Bapger. The door to the brezk room must remain closed at
gl times. All food and drinks must be consumed in the break room or outside the facility i the
designated break area. hManagement will mmediately dispose of any tems found m the brezk
room m thewr ongmal contamer without a receipt. The Head Bagg&r or Assistant Head Bagger
will monitor this arez daily to ensure compliznce.  This brezk reom 15 for bagzers only; dus to
the smzll size, no guests will be permitted.

VIOLATIONS: First Violation: One (1) day suspension. Second Violation: One (1) week
suspension. Third Violation: Termmztion of Licensee AGREEMENT.

9. Special Orders: Patrons may make 2 special request for a bagger by number name if the
followmg conditions are met: Patron must request the spﬂmal prict to the cashier rmging up
the order. Bagger must be m the store at the time request is made. Lanes will not be held up
awaitmg 2 “requested” bagger to arrive. Baggers will never request specials from customers.
Wwave at customers or attempt to get their attention in any manner. Because “special
requests” generally displace 2 bagzer from hus'her regular tum at baggmg, 2 $1.00 fee is mposed
upon the “requested” bagget to be paid to the “dtspla._ed bagget whoe would have bagged the
“special” order. The “displaced™ bagger has three options available:

(2) Femain zt the lane, receive the 51.00 fee and help bag the “special” order. The
“displaced” bagger would then receive the next order to come to the lane after the “special” order
has been bagged.

(b) If the “requested” bagpger iz coming from 2 lane where they were i the “first” position and
would be tzking out the next order, the “displaced”™ bagger can switch lanes with the “requestad”
bagger. If the “requested” and “displaced” baggers switch lanes the 51.00 fee 15 notpaid. If the

11



12 SHAWAFBI90-104 10 OCTOBER 2012

two baggers switch lanes, the “displaced” bagger does not suffer 2 loss and therefore 15 not
entiled to the S1.00 fee.

(c) The “displaced™ bagger can tzke the 31.00 payment and se=k 2 new baggmg posihon at 2
different lane.

VIOLATIONS: First Violation: One (1) wesk suspension. Second Violation: Termmation
of Licenzee AGEEERMENT.

10. When retummg from a carryvout 2ll baggers will proceed to the shortest lane and assist the
bagger with completion of his/her order. Baggers will not stand i the back waiting for the
bagger to fmish his/her order before procesdmg to the baggmg stand.

VIOLATIONS: First Violation: One (1) day suspension. Second Vielation: One (1) wes
suspension. Third Vielation: Termmation of Licenses AGREEMENT.

11. Baggers must never walk away from an order for any reason, 1.2, 2 small order and
especially 2 “double™ order.

VIOLATIONS: First Violation: One (1) day suspension. Second Vielation: One (1) wes
suspension. Third Vielation: Termmation of Licensee AGREEMENT.

12. All baggers will park i the employee parking lot located between Killian and Lance

Avenue. If this lot 1z full, baggers will park m the last row of parkmg on the southeast side of the
Commizsary parking lot.

VIOLATIONS: First Violation: One(1) day suspension. Second Violation: One (1) wes
suspension. Third Vielation: Termmation of Licenses AGEEEMENT.

13. Baggers will be responsible for anythng lost, missing or broken. If 2 bagger refuses to pay
for any type of property they have damaged or 15 reported 2s missing, thewr Licenses
AGREEMENT will be termmated.

14. While performmg bagger services, family members are not permitted to come mto the
Commizssary just for visitation purposes. Ifbaag&rs nead to visit with family members, they
must tzke 2 break or lunch and exit the facility.

VIOLATIONS: First Violation: One (1) day suspension. Second Violation: One (1) wes
suspension. Third Vielation: Termmation of Licenses AGEEEMENT.

13. Baggers are reminded to usethe cham-of-command for any and all problems. Your cham-

of-command 15 the Head Bagger, Store Manager, Commizsary Officer zand Installation
Commeander, n that order.

16. Smokng: Nosmokmg iz allowsd within the commizsary facility at any time. Al baggers
willuse the designated smokmg area outside the facility.
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VIOLATIONS: First Violation: One (1) day suspension. Second Violation: One (1) wes
suspenzion. Third Vielation: Termmation of Licensee AGREEMENT.

17. Shoppmg Privileges: Bagger personnel authorized to shop within the commissary will exit
thebuildmg, retum through the customer entrance and show proper identification. Eagger hats
will be removed during this time. No merchandise will be stored within the facility 2t any time,

VIOLATIONS: First Violation: One (1) day suspension. Second Vielation: Termmation of
Licensee AGREEMENT.

13. Baggers will not consume food or beverages m the baggmg arez. This mcludes commg from
the brezk room with 2 mouth full of food to bag groceries. Any food or beverage must be
consumed m the break room or outside the bulldmg. Further, baggers zre not to eat while they
are tranzporting groceries for the customer.

VIOLATIONS: First Violation: One (1) week suspension. Second Violation: Termination
of Licensee AGREEMENT.

19. Baggers will treat customers with respect at 2ll tmes, whether or not they tip. Baggers will
notmake any comments to the customer, or m hearmg distance of the customer, which msults
thetip you recetved. Comments suchas: “That was a lot of work for $1.00, 52.00, otc.™, or
words to that effect, will not be tolerated and will result in the mmediate termination of his her
Licensee AGREEMENT.

20. If the Bagger 13 zuthorized commissary shoppmg privileges, he'she will restrict hisher
shoppng activities to that time prior to commencing baggmg/carryout service, durmg scheduled
lunch brezks, and 'or after baggmg services are fmished forthe day. Shoppmg activities will be
consistent with the scheduled operatmg hours of the commissary. Baggers will not begm
shopping after the store 13 announced as “closed” for the day. Additonzlly, if authorized to shop
mthe Shaw AFB Commizsary, the bagger will proceed to the Identification Check Stand and
present hisher identification (ID) card. The bagger will also remove his her bapger’s hat as soon
as the ID card 13 shown and he'she will not put 1t back on until after purchases have been paid
for.

VIOLATIONS: First Violation: One (1) week suspension. Second Violation: Termmation
of Licensee AGREEMENT.

21. Baggers are not zllowed to enter the store zrea to replace damapged ttems that zre discoverad
at the checkout stand. Damaged items are to be brought to the attention of the cashier or the
customer. The cashier or customer will replace damaged tems. If ttems are damaged due to the
Bagger's neglect or mishandling, the Bagger will be required to remburse the customer. If
required, the Bagger will have to enter the store as a shopper, pay for the ttem, and then grve it to
the customer.

VIOLATIONS: First Violation: One (1) week suspension. Second Vielation: Termmation
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of Licenzee AGREEMNMEMNT.

22, The Bagper will provide carryout service unless the customer wishes to carry out his/her
own purchases. The Bagger will offer carryout services to all customers no matter how small the
order. The Bagger will not offer groceries back to the customer in 2 manner which suggests that
he'she does not want to perform carrvout service solely because the order iz small and he'she
will lose his/her place at the checkout lane.

VIOLATIONS: First Violation: One (1) day suspension. Second Violation: One (1) week
suspension. Third Violation: Termination of Licenzese AGREEMEMNT.

23, Temporsry Absence of Bagger: From time-to-time 2 bagger may be required to be shsent
from the bagging lane. This could mcude, but iz not limited to: (1) getting carts, (2) placing
items m the “go back cart,” or (3) helpmg another bagger until getting 2 customet at thewr lane.
When the Bagger is temporarily shsent from the baggng lane the followimnmg applies:

a The bagger, who will be absent from the lane, will leawve hisher hat at the lane to signify
that he'she 1z ccoupying the lane. The hat contzins the bagger’s number and iz the enly ttem to
beused for identification. Items such 2s eveglasses. gloves. and other personal items are not
allowed!

b. Baggers who have left their hat on 2 lane and then are not present when groceries ars
begimning to be scanned lose their lane if another bapgger &= af the lane and begns to bag as the
groceties are scanned. Bagpers are encouraged to be present at their lane at 2]l times.

c. Groceries will not be held from scanning awaiting a certam bagger just becanse they have 2
hatat the lane. (This procedure & i line with paragraph 9 (Special Orders [ whichsiates that
lanes will not be held up waiting for baggers )

d. Baggers will not be called because thewr hat is at the lane if other baggers are available.
Under these circumstanees, the first bagger at the lane will be 2llowed to bag the order.

VIOLATIONS: First Violation: One (1) dzy suspension. Second Vielation: One (1) wesk
suspensien. Third Violation: Termination of Licenzes AGEEEMENT.
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Attachment 4
HEAD BAGGER

HEAD BAGGER DUTIES AND RESPONSIBILITIES
SHAW AIR FORCE BASE. SOUTH CAROLINA 20152

The Hezd Bagger for Shaw AFB 5C will be rezponsible for, but not limited to, all duties histed
below. Failure to perform these duties will result m anether election bemg held at the
Installation Commandst’s discretion. If a specizl election is held, the Head Bagger Licenses
AGEEEMENT will be revoked and he'she must go on the waiting list prior to remstatement.

1. Enforce 2ll pelicies and rules conceming bagger operations at the Shaw AFE Commizsary.
These are slready stipulated m writing and will be posted on the bagger’s bullstn boeard at 211
times. Enforce these miles and policies when necessary by evoking suspension(s) of ons (1) day
to twro (2) wesks.

2. Schedule baggers to ensure an adequate number of bagger personnel are available at 2l times
to mest patron demand.

3. Provide traming for 2ll newly hired personnel prior to the begimning of thewr bagger services.

4. Process applications of prospective baggers (see Attachment 3 for mstructions on completing
SHAWAFE Form 22). Fesponsible for mitisting requests for background checks on prospectrve
baggers with the 20th Security Forces Squadron, 2z shown m Attachment §. Responsible for
processing the letter at Attachment 7 to gam approval to be employed on Shaw AFE. hMamntzim a
bagger waiting list in zocordance with the Installation Commender’s guidelmes. Ensure this list
iz kept current at 2l times and proper notations hawve been made for contacting or attsmpting to
contact potentizl bagger personnel. Personslly mterview potentizl personnel prier to issuing
them 2 Bagger Licenses AGEEEMENT to ensure their availzbility to work required schedules,
that they can lift 2 mmimum of 23 pounds, and that they represent a reasenable nest appezrance

2. The Hezd Bagger/Assistant Head Bagger will mantzim the followmg files:

(1} Pending Bagger Licenses Applications: This fil= will be mantzined m chronelogical
order by date of application and will be made avzilzble for periodic review as required by the
Eﬂmmtssm Officer and/or Installation Commander. Applications will be kept on file forno
more than one year, and if the applicant has not been offered a position, the application will be
considerad “dead” and transferrad to the “dead file ™ The purpese of “purging” the file of “old™
gpplications is to minimize the smount of work sttempting to contzct persons whe are nolonger
mterested m becoming a bagger. Applications placed m the “dead file™ will be held for an
additionzl nimety (20) days and then destroyed. This file will be made available for review upon
ragquestby the Commizzary Officer and'or Installation Commandet.

(23 Active Baggers Licenses: A list of active baggers, by bagger number, will be made
availzble for periedic review as required by the Commissary Officer and/'or the Installation
Commandsr. A fil= will be mantamed onezch bagger and will contzm the fellowing items:

(2) Copy of signed Bagger Licenses AGEEEMENT.
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(b} Completed copy of derogatory mformation check made by the 20th Security
Forces
Squadron.

(c) Record ofbagger traming.

(d) Record of disciplmary actions tzken (if any).

(2) Ackmowledgment ofbagger mles and pumishments for violations.
(f) Copv of completed application.

(3) Attendance: The Head Bagger will monitor attendance of each bagger on 2 daly basis
to ensure compliance with paragraph 6, Attachment 3, SHAWAFEI 90-104. Smce attendance is
based on a weekly basiz, (as mdicated m paragraph 6, Attachment 4), each mdividual’s
attendanece will be shown so that the individual’s week of attendance will be shown at 2 glance.
Baggers not complymng with the mmimmum work requirements according to the category for
which they were hired will be notified m writng. Contmued noncompliance with work
requitements will be reported to the Commissary Officer with 2 recommendation for termination
of the bagger’s Licensee AGREEMENT.

3. Monitor the bagger’s brezk room daily to ensure the highest sanitztion standards are
mamtzined at all tmes. Also check the bagper’s refrigerator to ensure receipts are attached to
any items m thewr origmal packagmg.

6. Ensure all bagger personnel pay for any and 2ll damages they meur to mclude damaged
merchandise and personal property, 1.2., privately owned conveyances damaged m the
commissary parkmg lot.

7. Ensure all new personnel have been 1ssued and have signed 2 Bagger Licenszes
AGREEMENT znd have read and understand all pertment rules and pelicies prior to bagger
services begmning.

8. Atthe close of business each day, the Head Bagger will ensure zll bagger equipment and
customet shopping carts are propetly secured within the facility.  Also ensure all bags are
replenished at each repister for the next day’s busmess.

0. Bapper Fee Funds: On a daily basis, the Head Bagger will publish 2 listmp showimng the
meome and expenses mowtred m the baagmg and carryout service. The listmg will show each
individuzl's payment of the bagger fee, the amount paid, and the tu:!-tal income ezch day. Each
expenze will be listed to mclude payments to cart pushers and for lost grocenies, and the monies
disbursed on 2 daily basis for the restockimg of paper and plastic bags. A copy of the daily sign
m'out sheet will be mcludad with the mcome and expense listmg so that 21l funds collectad can
bevalidated. Any excess funds collected will be retumed to the baggers m the form of “free
days” or will be disbursed m the manner determimed by the majority of the baggers at 2
scheduled meetmg. Funds may be used to purchase items (such as microwaves of refrigerators)
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that can be used by all the baggers, if so dectded by the majortty of the baggers at 2 schedulad
mestmg. Funds present at the time 2 new Head Bagger is elected will be tumed over to the
newly elected Head Bagger and will then contmue to be accounted for as mdicated above. Fees
that baggers pay are not the property of the Head Bagger and are not to be used to pay the Head
Bagger for domg those duties that normally come with 2 management job, such 25 paperwork.
MMzmtenznee of the bagger files 15 considersd part of the manzgement job, and therefors bagger
fees are not to be used for this purpose. Any supplies raquired m the mamtenance of files may
be purchased with excess bagger fee fimds. These expenditures will be shown on the daily
listmg published to show meome and expenses. Receipts are to be attached to the lhistmg.
Recepts showmg the payment for lost grocenes will 2lso be aftached to the published listmg.
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Attachment 5
INSTRUCTIONS FOR COMPLETING SHAWAFB FORM 22
Table A5.1. SHAWAFB Form 22 Instructions

1. Complete SHAWAFB FORM 22, Application for Employment as Bagger in the Shaw AFB
Commissary, as follows:

a. TYPE EMPLOYMENT: Check block indicating the type employment you are applying
for.

b. STATUS OF APPLICANT: Check the category which applies to you.
c. PERSONAL DATA: (Enter all information required)

2. FORM MUST BE SIGNED AND DATED BY APPROPRIATE PARTIES BEFORE
SUBMITTING TO THE COMMISSARY HEAD BAGGER.
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Attachment 6
REQUEST FOR BACKGROUND/LOCAL FILE CHECK

DEFENSE COMMISSARY AGENCY
Eastern Region — Southem Area Office
Shaw Air Force Base Commissary
331 Shaw Drve, Buldmg 1420
Shaw Air Force Base 5C 201352-5033

MEMOFANDUMFOR.20 5FS/SFOI
FROM: DECA/S50 SHA
SUBJECT: Request for BackgroumdTocal File Check

Request a backgroundlocal files check be conducted on the mdrvidual listed below. Please
mdicate any evidence of deregatory data and mdicate if the mdividuzl has been barred from
Shaw AFB. The mdrvidual has zpplied to bag grocenes at the Shaw AFB Commiszsary and this
mformation 15 required m order to 135us 2 Bagger License and to permit entrance to the Shaw
AFE Commissary.

NAME: SEN: DOE:
(Last, First MT)

RANDAL ROBINSON
Base Commissary Officer

Local Background Check: Clearad Derogatory Information Present
Bar to Installation Check: Mot Barred Barred
Dats Verifymg Official (Name, Grade, Title) (Signature)

Personal Diata — Privacy Actof 1874
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Attachment 7
REQUEST TO HIRE COMMISSARY BAGGERS/CARRYOUT PERSONNEL

DEFENSE COMMISSARY AGENCY
Ezstern Region — Southem Area Office
Shaw Aw Force Base Commissary
531 Shaw Drive, Buildmg 1420
Shaw Air Force Base SC 29152-5033

MEMORANDUMFOR 20 MSG/CC
FROM: DECA'EAS/SHA

SUBJECT: Request for Permizsion to Hire Commizsary Baggers/Carryout Personnel

1. Request your permission to hire (INSERET FULL NAME OF APPLICANT HERE) to work at
the Shaw AFE Commissary 25 2 bagger/carrvout personnsl. A background check has been
accomplished on (INSERT DATE HERE) (3ee Attachment), and the applicant iz cleared to work
on Shaw AFB. (INSERT APPLICANT S NAME HERE) has a valid military ID card (or State
thelegiimate zffiliztion with the military community if mdrvidual dees not have valid military
ID card.)

2. The applicant will be provided a copy of the Shaw AFE Independent Baggers Licensees
letter, 23 well 25 2 copy of the Shaw AFE Instruction $0-104 to ensure that 21l pelicies and

procedures are followed. The applicant will carry 2 copy of his'her license at 2ll tmes wlile
workmg at the Shaw AFB Commissary.

RANDAIL ROBINSON
Base Commissary Officer

Attachment:
Background Local Files Check Vertfication

15tInd, 20 MSG/CC
MEMORANDUMFOR DECAEAS/SHA
Approved Dizapproved

(Current MSG/CCs Name Rank), USAF
Commandst

SHAWAFBI90-104 10 OCTOBER 2012



	1.  General.  Baggers and carryout services are provided to the commissary patron through a Licensee AGREEMENT. These persons are not employees of the commissary. No person has the authority to enter an Air Force installation and transact bagger/carry...
	2.  Termination of Bagger’s License Agreement.  Any rude, loud, or obnoxious behavior by any bagger in the bagging area, or in the presence of a customer, will result in the immediate termination of their Licensee AGREEMENT between themselves and the ...
	3.  Termination and suspension Authority.
	4.  Head Bagger Duties and Responsibilities.  The Head Bagger will perform duties as outlined in Attachment 4.
	5.  Election of Head Bagger.  The Head Bagger will be elected by a vote of all authorized baggers in February of each year.  Those baggers who place their name in for nomination must ensure that they can comply with all the requirements and duties out...
	6.  Bagger Meetings.  From timetotime baggers will be required to attend meetings when information must be disseminated.  Baggers who fail to attend scheduled meetings without prior approval of the Head Bagger or Commissary Officer are subject to havi...
	Attachment 1
	References (Added)
	Abbreviations and Acronyms (Added)

	Attachment 2
	Attachment 3
	Attachment 4
	Attachment 5
	Table A5.1.  SHAWAFB Form 22 Instructions

	Attachment 6
	Attachment 7

